
Contribute  
Cheat Sheet for Reviewers 

 
 
1. Open Contribute 
 
2. Click on the name of the Web site you want to connect to.  

 
 

3. Click the Connect button.  
 
3. A box will pop up notifying you if you have any pages to review.  Click OK. 

 
 
4. In the Pages area (upper left hand corner of screen) you will see a list of pages waiting to be 
 reviewed.  (#1 on example on next page) 
 
5. Click once on the title of the page you want to review. 
 
6. The page will be displayed in the main portion of the screen (#2 on example on next page). 
 
7. Below the page you will see information about this draft.  (who it's from, date/time, description of 
 changes)  There is also a Draft History button.  Click this button for full list of changes if 
 needed. (#3 on example on next page) 
 
8. Depends on scenario:  
 

Scenario 1: Page is fine, no changes 
 a. Click the Publish button  
 
Scenario 2: Minor typo/change 
 a. Click the Edit Draft button.  
 b. Make changes (see full instructions for details) DEBBIE - This is where I thought they 
  could use your document that is more detailed 
 c. Click the Publish button. 



 
Scenario 3: Major changes required want to send back to maintainer 
 a. Click Send for Review button  
 b. Choose Send draft to another Contribute user and pick that user from the list. 
  Can check the Notify through email box if needed. 
 c. Type in description of changes. 

d. Click Send 
 e. Click OK on the confirmation page. 
 
Scenario 4: Need to send to a non-contribute user for review 
 a. Click Send for Review button. 
 b. Choose Send e-mail with link to a preview of the draft 
 c. Click Send 
 d. A new e-mail will open.  Type in e-mail address. 
 e. Type in description of changes. 
 f. Click Send. 
 
 Scenario 5: Need to send to another Contribute user for review. 
 Same as scenario #3. 

 
9. Click File > Exit to close Contribute.  
 



 


